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“4d. Under authority of regulations relating to annual ‘and 


sick leave of govermient emmloyees (as aniended June 26, 


L9G s ALF. Re 7257), spplicataons for maternity leave may ! 
| te approved by the Chief, Personnel Division, Fa a | : 
i ; - 2 “Branch, under the following circumstances: 
ae uritten application will be submitted, accompanied 
by a doctor's certificate on Standard Form 71. 


bh. Normally maternity leave will not exceed six months, 


including-- = 

(1) Accumvlated sick leave J ' 

(2) cocunuiatel annual leave 4 

? c 

(3) "Leave without vay status'! for any balance of | 

4 i ee, the six mo..hs! period after accumulated sick ; 

q 

and annual leave have been used up. 4 

7 oe ‘Upon receipt of written advic ce from the attending 4 

ee o . | i 4 

ee A Bye ay te | os , "physician cortifying to the absolute necessity therefor, | a 
aa, os , the. chief, Personnel Division, F&A Branch, may. : 


approve extension. of an additional six months! period 


of maternity leave in a "Leave without pay status"'« 
. FOR ee eee 


STATINTL | 


Golonel,y AGD - — oe 
Execubive for Pers sonnel. and Adnini stration ae : 


No. 


‘SUBJECT: | 


a established. 


intermittent employees. 
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CENTRAL INTELLIGENCE AGENCY 
Washington, 0. C. 


ADMINISTRATIVE INSTRUCTION" 22 April 19h9 - 


Time ; ‘Leave and Pay. 


RESCISSIONS: a. “Administrative Instruction No. No. estes 24 June 1948, 


subject: Time, Leave and Pay. 


b. Administrative Instruction No. M:+< 4 August 
fo 1948, subject: Absence for Registration and Voting. 


Ce Administrative Instruction No. a: 17 November 
1948, subject: Legal Holidays 


d. Administrative Instruction ae dated 28 January 
1949, subject: Time, Leave and Vay (Official Working 
Hours) . | ee Y a | 

dated 15 February 
eave and Pay). 


e. Administrative Instruction No. 
1949, subject: Annual Leave (Tine, 


iy Official Working Hours 


a. “The normal official. qorkide hours for all Stivittes of the Agency 
are from 0830 to 1700, Monday through Friday. 


of four (4) hours, normal or otherwise ‘ pies minute lunch period will be 


bd. The hours of ate shown on Standard Form ‘No. 1130, Time aha “Aetent: 


‘ance Report, must, be shown in terms of Standard rather than Daylight Saving 


Time for employees" whose tours of duty are other th than the normal official. 
working hours » 0830 - 1700. 


2. . Definitions (For Leave Purposes Only) 


- Permanent employees are: ‘those appointed’ without limitation | as to. 


Henath of service, or for definite periods. in excess of one. year, or "for ts cee = 
the duration of the job ( covering: an indefinite period), and those who, 


although’ paid only: ‘when actually employed, are’ continuously employed. for 


-@ period of not less than one month as ‘distinguished from part- -time or 
Native and foreign national employees . overseas os gales 
_. are considered as permanent oe for leave purposes. ‘only. de ee 


bd. ‘Temporary ‘employees, are ‘those appointed for definite periods of. 


‘time not to exceed one year. a. 


STATINTL ‘ 


For any ‘tour of duty in excess 


STATINTL | 


STATINTL. 


4 


STATINTL, 


: 
- 


STATINTL! 
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| Bo Dg Annual Leave | i ! 
& Permanent employees are entitled to 26 work days of annual leave 
with pay, for each calendar year of Government service, One day of annual 
leave per bi-weekly pay period is earned by a permanent employee and credited 
|) to his accomt at the end of each pay period, The minimum credit of annual 
2 a leave is one hour and additional credits are in multiples thereof, Perma- hehe” os 
; © nent employees who enter on or separate from duty.on other than the first. 
or last work day of the bi-weekly pay period accrue leave in accordance with 
the following ‘schedule: © ©“. See aL aa co i ee 
| BASIC WORK DAYS ___ HOURS CRUDIT | 
ae ie | 
2 ie 
4 a3: | 
a ee are eee | 
b. Temporary employees earn’ two‘ and one-half days. annual leave for | 

each continuous full month of service. However, no anntial leave accrues: . 
for a fractional service month, | 


| ee Not more than 60 days’ accunilated*aiinual “leave: may be carried 
forward into a new calendar years 


7 da, An employee, however, who had on 24 July 1947: ove. 60: days. annual « ~ a 
‘ leave to his, credit may carry, over his leave balance as of that date up to " 


a maxitium’ of 90 days, provided he has consistent; maintained stith “balance — 
ae aati : bee” Gade As : : ane naraan oa yi . : 3 ie Serie mae aa . 


Oh bhe first of each year after 1947. 


Rae eer 


©. The minimum charge for annual leave is one hour, and additional’ 9°" - 
' . Teave will be charged in miltiples of ong.hour, = ae 
" £,. Every supervisor ‘responsible for approving ‘leave Will assure’ that | 


employecs are afforded an opvortinity to’ avail themselves of ‘earned annual — 
‘leave, Se ee ee as 4 


_ @» Annual leave programs will be‘planried in advance and scheduled. - i ae 
so as not to impair the efficiency of operations, Imployees scheduled for 1s 
aS leave during’ poridds: not desired by ‘thom may ‘elect to refuse-such leave = 
oe periods, but ‘refusal may rosult in forfeiturd of that annual lodve which’ 


oe seit gh te . eo Ges ee “ Sati seat tne uae he Da pa hl bad a te bag te, ; Bs PER OEE aig Sis, 2 : i 
ee | (28 in excess of the maximum that "Gan ‘be ‘carried “forward into the succeeding ; as 
i ie ek ed Fe re ea eee Mee raced ee ris ae oe 


year. on ee ee ee ee f 
4. Advanced ‘Annual Leave’ oe es. 


___ 2a Pernanent employees .who have been in the Federal service for, ono. 

| year or more ‘may, in ¢asé of onorgency, be “granted ‘advariced annual-idave 
equal to’ that which will accrue during the romainder of “the ‘current calén- 
dar year, with the understanding that if it is not earned during the calendar. 
year they shall make a refund for such leave, es Bee 
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-b, Application for advanced annual leavo will be submitted to tho 
appropriate supervisor’ for roview and recommondstion, , and forwarded.to:;. 
the’ Porsennel Officer, ‘or His designoe,.for approval.” °F 


d 


c. Tomporary employees will no's be. advancod annual leave, - 
Bo BiG Lenya’ 8) NN Shue ie eS sa aN, Suid 


Qe Permanent employecs accrue Sick leavo at the. rate :of. ono end, 
one-fourth. days por month, or a total of 15 days a yoar, Tho minimum 


ercdit for sick leave is one hour, ra 
by) Temporary empldyces aéérue sick. leave at tho rate of one ‘and : 
one-fourth days for each full month of servico,: °° NG aed 4 
GO. Sick leave may be accumulated and carried forward until it 
totals not more than 90 days, Sick Jeavo is available ‘to’ permanerit i, 
omployecs at tho beginning of tho month in which it accrues, and to 
temporary employocs only after it has boon earned, es : : 


;d, ‘Tho minimum charge for sick -leavd: 1s one hour, and additional. 
leave, will be charged in multiples of orie*hour,’ cS ee ioe eG 
(1) Siék leave wil2’ be’ granted to employees: , 
(a) When they are incapacitated for tho porfotmance : of. ° oy 
“tf, 3, their dutics by sieknoss, injury or prognancy and confinement. 
(b) ° For medicdA, dchtal, optical oxamination er treatment, 
. When leave is approved in advance by the Supervisor, 


(ce) When a member of the immediate family of tho omployee 
is afflicted with a contagious discase: and requires tho. care 
and attendance of the omployce, 

(a), When, through exposure to contagious discasc, the 
‘presence ef the omployce at his post of duty would jeopardize 
the health of others, ae eR ined 

(0) “ Sick leave must be supported ty'a medical certificate 
or other evidence administratively aecoptable if the absonco is 
for more ‘than three work ays, Bette. | xk 


6. Advanced Siok Leave °!") | e. 


a, Permanent employees, in case of sorious disability -or‘ailment } 
lasting fivo days or more, may be advanced sick leave not to. exeead 30 


_ days. Such an advance is chargod against sick leave whieh will be.carned. | 


tn the future, ..No advango, sick, Lecve.will bo granted to tomporary omployoes, 


al so ae acca 


foe al 
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b,... Whon an employoo applies’ for more sick 2uave than he has accume- 
lated or may properly bo advanced, the excess. leave’ may be charged against. 
accrued annual leave or to loave without pay. ee 
Bes ORS INS mpg . mK: 
ce,’ An cmployeo whon torminating from servico must, oxcept in cases 
of separation caused by death, retirement for disability, disability, or 
reduction in foreo, refund tho amount paid him for tho unlicuidated yvor= 


tion of tho advanced leave, Poe 


d, Applications for advanced sick leave mist be accompanied by a 
ecrtifieato from the attending physician certifying the nature of tho 
—Alincss and the cstimated dete that the employoe will bo able to return 

td duty.” Applications will be processed in the same manner as those for 
advanced annual loaves ° ay ae ae Se 


“When sickness occurs within a period of annual loavo and lasts five 
er moro consocutive workdays, sick loavo may be granted to cover the period 
of illnoss, in which event the deductions. against annual leeve for this, 
period will ‘bo cohvorted., ‘Application for: such substitution mist bo made 
within two workdays after return to duty and must bo supportcd by a medical 
cortificato, or othor evidence administratively aecoptable. 


8. Maternity Leave 


a. Writton Applications for maternity leave, accompanied by a doctor's © 


_ certificate, may be approved by the. .Porsennel Officer, or his designco., 


be Normally maternity leave Will not cxccod six months including: 


ee 


(1) Accumulated. sick Leaver. 2h 
(2) Accumulated anntial ‘Leave. 
eG) ‘Leave without oye og ae ee 


| c, Tho Persennol Officor, or his designee, may approve additional 
~~ maternity leave upon recoipt of written advice, from tho attonding physician 


certifying to tho necossity for’ tho loaves ee 


~ de Immodiately prior to tho offeetivo date of maternity leave, tho 
office to which the employoe is assigned shall submit, Form, Noe: 27-3, Rerson= 


nel Action Recuest, Tho cniployec shall execute Form Ilo, 34-30, Final Pay~ 


“mont Clearance, Shocte. 2 ok mike oe 


9. Loavo Without Pay a 


ca, (1) "Leave without pay not _excooding 15 work devs may bo grantod 
to employees at the discretion ef Steff Chicfs, Assistant Diroctors, . 
_. Heads of Ficld Offices, or Chicfs of Missions or Burcaus ovorseas, 


a 


See BES etna SB Bc EAP RS Ste Ua kg SaaS RE Care tae cel Natt mere a pe are ae pete 


rs 


Approved For Release 2001/08/02 : CIA-RDP81-00728R000100010009-4 


— 


“ \ \ 
) 


(2) Leave without: pay oe excess of 1 workdays m ust have, the 
additional . approval | of the Personne} 1 Officer, or his designecs 


bys... Leave withou's pay he not be authorized initially for any period 
in | excess. of,.12 months, ©}. 4 


t 
te ‘ We ee 


‘ 


ce Form Now 37-3 will be initiated by offices when LVOP for 60 or 


more célendar days is recommended for approval. Standard Form No. 50, 


Notification of Personnel Action, will be issued when such leave or an 
sehnston, ‘or Yreneval thereof is approved. 


. ' 
‘ 4 
af 


da:  mnsloy eee who are granted an extendéd’ sevieg of TWOP (60 days ‘or: ns 1 : 
more) will, prior to mie ree nane of such leave, execute Form No. 3-30. 


10. wetbery fee ae | on a s | _ S a | | ; 


ae “ilitary ‘leave for. Rees purpo Sus oni not to exccca 15° 
calendar Te in any one ye year, will be granted with pay without charge 
to annual leave to.members of reserve components of the Armed Services 
of the United States. Saturdays and Sundsys-will be included in the 15 


calendar days leave period only when such Rested noludce the preceding . 
Friday and the following Monday. ee 


shla i Rebbe dee slteuieens st 


ijealds LIE Le EE 
3 


De. ‘Menvene of the. National Guard of the District =e Columbia will, 
be granted military leave with pay without charge to annual leave on all 
days of service to which “they: are orderéd by competent authority. 

c. Applications for military leave will be processed in the sane 
manner as applications for advancec annual leave. — 


sate tele ane ae i 


ll. Court Leave a i ah ae | a 


OA permanent enployes who at sends ee as” acwitnees. on vehalf’ of 
the United. States, or the Government of the District of Columbia, OP. 102 > =, 
jury duty, in a State, District of. Columbia; or Federal Court, is enbitled 
to his regular. pay while absent from duty, and no charge for leave is made « - 
ividence of attendance at court and evidence of. receipe. or: nonsreceipt of 


fees are required. Applications for court leave will be processed in the 
jame manner as applications for advanced annual’ leave. © 


sta iega a A ARE ROE eR EY ORE Uae A 


b. Annual leave or IWOP will be granted ‘when. an employee is absent 
‘rom auty because of eee TEUTeAtLOns 


stab eres sre z nace 


c. An employee may be § eyenied ‘court leave if the value of his testimony 
rises from Ais official capacity. . 


es 


de Temporary, partetine | or when acbuatiy employed" personnel are” 
ot entitled to court or jury duty Teas of absence -vith ‘aye 


a 
a 
% 


4 Se Ae ns Se 
at 


Qs 


sere go OEE 
Pierce Ae 


Employees who serve as witnesses oryurors and are aan ted ee 
_: official leave will surrender.to the Budget Officer fees received from’ 
ourts for days on which the employee normally would have worked. . Federal 


Aployees called for jury ce in’ the ee fo ie ce eee are not paid: 
ual jury foes. — my re wk 


ans: 


TEER 


LSERGE 
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f, An anpleyee who appears in any court in ony capacity must report’) 
to the Chiof, Insnection and Security, for briof ing on eOCunt ty rogulations 
prior to date of his appearance in peur a 


12, Absence for Rogistration and Voting 

Qe Insofar ag may be practicable without intorforing scriously with 
production, employcos who desire to vote at cormunitics whoro they maintain 
voting rosidonee, cxeopt where voting by absontco ballet is parmittod, will 
be excusod for that purpose, without chargo to loave, for a reasonable timo 
on all clection days, Further, onployees who will bo voting in jurisdictions 
which require registration in person will be excused for that purpose, with= 
out charge to leave, for a ressonable time during the registration pcriods © 
specified by the jurisdiction in which they will vote, ‘Such authorized ° 
absence should not oxeced the time actually required to vote or rogistor, 
as the case may be, and in no ovont should it oxecor ono working day for 

oach clection or registration poriod. 


b. In these cases when an employea roquests additional Jeave for 
voting or registration which will require longer than one day in order te 
enable him to go to his legal residence to vote or rogister, permission will 
bo granted whenever practicable and tho poriod of absenco’ in‘oxcess of one 
day will bo charged to annual leave or, if annual leave is exhausted, to 
leave without pay.’ 


13, Unauthorized Absonos | 


An omployce detained by causos beyond his control and unable to- report 
for duty at the opening hour, should notify his supervisor as soon as possi-. 
ble on the first day of absoneo, Absence from duty for any CAUSO, ‘without, 
prior permission, must be satisfactorily explained; otherwise leave will, be 
charged as se and ‘the employee wild be subse! to. fee auerst aetdon, ” 


lhe Employoss n9 ot Eligible for Leave 
Employees do neeonn leave if appointed: 
a. For sorvico _Umited to.portions of each workday, weok or’ month. 


? 


b,. For service wnder repoated appointments or crployments for periods. 
ef short duration, none of which | extends for: a coca month. 


¢. For service on a per hour or per atom basis where omploymont is not 
‘en a regular and continuous . basis, 


15,- Los ale Balances 


‘Leave Bilenbos should be eeeoa from. the Budest Officer only Wise: it, 
is absolutcly necessary that ‘an. omployee know his lcave balances. because of 


on anticipated vacation or.a prolenged absence: duo to illness or some “other ©. 
spocial reason, and ho is not certain whether sufficient. Jeave is aveilable | 
. ta cover the absence, Such requests will be submitted in writing and for=. 


warded through appropriate Timo and, Attendance ChOEue 
be furnished to employcos once a. year. 


‘Leave balances will 
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16, Qvortime and Componsatory Isdye (9... tune eee 


ae Election: by the employoo to take loave in liou of ovortine compensa= 


tion (capensctory leave) shall be. subject to the rostrictions govorning: 
overtine and the provisions of this section, 


by Overtime shell be kept to cn absolute minimun-throughout the Agency 
with cmphasis boing placod upon thé full utilization of thé normal official. 
working hours of cach employoo, = ee ee tia gh (ee 


Ce Overtine work will not be rceuested or authorized excopt in those, 

cases esscntial to moot omergeney requirements not possible to neot by full 

utilization of employoo's normal -‘working hours, Assistant Directors. and. 

Staff: Chiofs are charged with tho personal responsibility for control and 

continued bxaminetion: of overtine roquironents to insure the .offdctive appli-. 

caticn, of this policy, a ey ee ee ee ey ee 
yi Ea ae 


ad. dithin the Gontinontal limits of tho United Statos: 


2) Approval of the Executive, his doputy, tho Budgot Officor, 
or his deputy, must be obtatned »rior to ordering corponsatory tine 

or overtimo,. A roguest will-be sub.itted on Form No, 3243, Raquest 
for Approval of Overtime, in accordance with instructions issued by 
tho Budget Officers. .Forns Should bo. submitted sufficiently in advance 
to insure reecipt of approval prior to the beginning of the poriod 
covered by the request, - 


(2) Form.No, 32=3, approved by. the Budgct Officor. or his deputy, 
will be transmitted to tho paying offico no later than tho close of the 
‘pay period in which work.is porformod, 


_. Ss Outside the continontal linits of the Unitod States, overtime must 
be approved. by Chiefs of Missions or Bureaus or their doputios, They must, 
however, havo evidonco. that sufficiont funds cro available ‘for payment before 
authorizing overtime, Native end forcign national employces outside the con- 
tinental linits of the United States who are paid in accordanee.with local 
provailing wago retos arc not cutitled to overtime pay unless required by 


local custom, - .° °° ea he 


 £, .No officer or employee shall be paid, .with respect to any pay pcoriod, 
compensation gta rote in oxcoss: of $10,330,00 nor. annum, Accordingly,. com- 
pensatory leave cannot be granted in thoso instnneos where an onployce is 

aot entitled to overtine compensation, “ 


go Administrative controlé:govorning: compensatory leave will be estab 
lished by cach Assistant Director and Staff Chief based on policies stated | 
WOLOWS ere ey aa ne iE AS ee ORE ea i ee 


fe GL) It must be taken within the two pay periods immediately — 
following the period in which carned, or forfeiture will rosult. | 
(2) -Entrics will:be made. on. of fieial Time and: Attendance Roports: 
of 211 overtime or compensatory leoavo carned, Such entrios must.bo 
initialed by the applicable omployce. Boe ae bt tweed clan 


’ 
s. 


a Nan aoe ee cn ac a 


ae 


oe 


ESSERE SS 


An 


Uo reeeererergtac 
«ARSE 


SSL EL 
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(3) An adequate check system wilt'be' established to.ingure. that 
overtime was actually worked, An inspection will. include checking 
guard registers and reviewing’ work accomplished auras. periods’ whetr 

- compensatory time or overtime is claimed. 

hy ‘Compensatory leave to the. credit of employees at the ants of 
issuance of this Instruction will be used within 90 calendar days fren this. 
‘date or be forfeited, Such leave will not be reported as required above, 
but will be handled as heretofore. a / Was a 


17. Holiders 


ay Work to be partérnea on ‘a: holiday for ion holiday pay will be. 
granted must be authorized and approved in advance in the same way as over= 
time, An employee can be excused or paid holiday rates’ only for that portion 
of his. teur of duty which actually falls within the 24-hour. holiday period, 


net to exceed 8 hours « Sompensatory 4 leave ~canngt be granted in Lieu of holi~ 


‘dav pay. 7 
By (1) The fellowing days are established by law as egal Holidays: 


- January — Pad : New Year's Day | : 
22 February BEE 5 ie - aghingtin's Birth 
30 May fo | ~ Memorial Day 
4 July | - — — Independence Day 


First fiowaes of Septenber - Labor Day 
ii Movenber * - een : - Armistice Day _ ree 
Fourth thursday of November : Thanksgiving Day 


25 Docenber . - : ed - = Gartetnes 


(2) Weeneves any of the above holidays fal on eee 


(a) The following Monday will. be officially. observed as 
. ‘the heliday. by. emp aeyoees whose. regular. von week. is cca 
through Friday, °° : 


. (b) Sunday will be officially pbaared as “ths holiday by 
Smpleyses: whose: ent oe week ae Sundays 


(3) When a Legal Heliday falls on. ‘thaw than sciay hore will 
be no additional non=work day aera ieee aes the President as 
| indicated in, (4). Derm: Nee ‘a . ; = 
hose Holiday provisions other ‘than: hese specified ‘by eee are 
annouriced by Presidential ‘Proclamation, a employees ey be: ey 
pot ei ; 


ve re 
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13, . Night Differontia 


a An additional 10 per’ ‘ceht of ah‘ employee's base’ pay will be allowed 
for work performed between the hours ‘of 6:00 PM and 6:00 AM Standard: Tirio | 
when such hours 2a11 within the employee!s regularly scheduled tour of duty. 
Night differential cannot be claimed for ‘timo iised.in obtaining. meals:; When. - 
computing night differential roference should be made to the attached table 


which shows. the” maximum hours of night’ differential that can bo ‘claimed for * °" 


. at 


various toursof duty, - 
By Paynont’ of night difforential: may be’ arthorized for night vork 7 
performed when an ‘employee is tomporarily assigned to a rogularly scheduled » 
tour of duty ether than his own. ‘Proper' ndétations, in support of such’ pay= 
ments, must appear on the Timo and Attendange Report, | 


sy 
yee 


19, Terminal Pay | 


a. Annual leave imst be liquidated by: a lump sum payneirt when an cmployee 


is separated from the Federal service, or when trensforrod between positions 
which are under different leavo systems, i.0,, permanent to temporary or vice 
versa, " | 


20. Timo and Attindancs' Roports (Standard Form No, 1130) 


a Tine and Attendance Reports will bo submitted in accordance with 
instructions issued by the Budget Officer, . . 

b. Two copies o1 extracts of the Armed Serviccs orders will -bo given 
to the appropriate Time and Attendance Clerk to bo submitted with tho first 


Report showing military leave, If leave oxteonds beyond that reporting period, .. . 


additional military loave should bo reported on subsequent Forms No, 1130 and’ 
a reference made to the first Report submitted, ; 


C. Time and Attendance Clorks will include under "Romarks" on Form No, 
1130 inelusive hours of overtime and/or compensatory time worked by cach 
omployeo, ; veces 


dG, When night difforontial is claimed, Form No, 1130 mist indicate 
the cmpleyee's tour of duty. 


Ge. Correspendonco pertaining to unauthorized absonce must be furnished 
the Budget Officer in support of Form No, 1130 on which AWOL is reported. 


a) 


21. Designations 


a. Assistant Directors and Staff Chicfs will submit in duplicate to 


the Budget Officer separate lists of porsons authorized to: 


(1) Receive and distribute salary: checks. 


-. - (2)- Certify the correctness of, and submit Timo and Attendance 
Reports, "ei “aap & Pe lect 


(3) Request approval of compensatory timo or overtime to be worked. 


ease 
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b. The above lists must be kept current at all tities, and sholild be 
provided as indicated by the appropriate attachment. | BS a * 20 


22, Native and Foriegn National Employees . 


recommendations and a copy of. the. applicable. law or regulation. ar i 


FOR THE DIRECTOR OF CENTRAL INTELLIGENCE? = rr ors oe 
OR. oOo ee, ct - —STATINTL | 
| 
; 
H 


Acting Executive 


2 ATTACHMENTS: | ei ee 
l. Night Differential Table 
2. Form Letter of Designations 


“DISTRIBUTION: A Oe ed ey, ane 


er ee re ee ge de Oe ee . ; 

This, Instruction should be ‘used for, administering leave and. ‘payments i 

_ to native: and. foreign national employees at overseas installations insofar ; 
as it isnot’ inconsistent with local laws and practices. Any deviations : 
nequired by local law or practice must be reported’ to the Budget Officer, i 
and approval obtained before action is taken. Such report must furnish : 


ee ae ee ee 


5 
| 
iy 
: 
i 
ei 


i 
i 


‘a 


ER teitatstarnd solos theses aaa 


1000 
_ 1030 
1100 


TOUR OF DUTY 


1830 
1900 
1930 
2000 
2030 
2100 
A130 
2200 
2230 
2300 
2330 


2400 - 


0030 
0100 
0130 
0200 
0230 
0300 
0330 
0400 


1400 


1430- 


1500 
1530 
1600 
1630 
1700 
1730 
1600 
1830 
1900 
1930 
2000 


~ 2030 


2100 
2130 
2200 
2230 
2300 
2330 


1430 
1500 
1530 
1600 
1630 
1700 
1730 
1800 
1830 
1900 
1930 
2000 
2030 


21.00 


2130 
2200 
2230 
2300 
2330 
24,00 


oposack 
2.0 Biel 


ad 


wy 


Repeemenatanm ne ewes comermms 


HOURS OF 
NIGHT DIr- 
LUNCH PERIOD FERENTIAL 


ao 


ERRWW 
tie 3 


Le 


oe 


2 2 02 C2 II POU 
aa 


2000 


2030 
2100 


2130 
2200 
2230 


2300 
2330 
2400 
0030 
0100 
0130 
0200 


0230 


0300 


9330 


0400 
0430 
0500 
0530 


-~ 
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“TOUR OF DUTY 


0430 
0500 
0530 
0600 
0630 
0700 
0730 
0300 


0530: 


0900 


0920 


1000 
1030 


~ 1100 


1130 
1200 


1230° 


1300 
1330 
14,00 


| HOURS OF _ 
, NIGHT DIF- 
LUNCH PERIOD FERENTIAL 


2400 = 0030 8 
0030 = 0100 8 
0100 - 0130—i«éS CS 
0130 = 0200 8 
0200 - 0230 Ts 
0230 = 0300 4 
0300 ~ 0330 63: 
0330 = 0400 6 
0400 ~ 0430 5s 
0430 = 0500 5 
0500 = 0530 Ls 
0530 = 0600 Zz 
0600 = 0630 L. 
0620 = 0700 34 
0700 = 0730 3 
0730 - O800 ay 
G00 - 0830 ° 2 
0330 = 0900 a+ 
0900 ~ 0930s 
0930 ~ 1000 + 
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MEMORANDUM e | DATE 


AS! ED Os HEPC Sacer ctaimimls  enemae 


TO Budget Officer | | : | 


FROM H 


me eniaenaeertanenrnammeeee erento areca 


SUBJECT : Designation of: (check one only) - 


(. ) Payment Gleriese 
( ) Authorization to Sign Time and Attendance Reportse 


! 
cs ) Authorization to Request Approval of Compensatory | 
Time or Overtimeg <. 2 . | 

t 


lo The following employees are authorized to perform the subject 
dutye ; 


EMPLOYEE SECTION SIG NATURE OF EMPLOYEE | 


ae 


eS ee eee 


| 


TT AS Sta RAS Sains + ANAS NSE SPCR GRIME A (cma Sn REE CELE 


eR RRC RE NN neces aresaNer-Goey athens acainanne? Ry at a 


SRE ae a eR REDE RITE 1 AAS ERS RT Tae Coe TAD EO 


Since 


Be In the event this Gesignation is revoked, fully or partially, 
you will be so notified, The names end specimen signature es of replacements 
will be submitted as requiredg 


Signatur 9) . : 


(supply of this Form may be secured 
from the Budget Officer) 
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F 


_ CENTRAL INTELLIGENCE AGENCY —? Poco Lie 
25X1A_ f- ae Washington, D. C.. b ie 
| CONFIDENTIAL | 
Z29X1A ADMINISTRATIVE INS TRUCTION | er 2h June 1948 7 [o> 44 
; NUMBER | 

Ki ' : ; 

; SUBJECT: Timé, Leave and pay 

25X1A Recisions: a. Administrative Instruction 


Le 4 
ber 1946; subject: Maternity Leave. os a 
PE: :-: 2h April : 
ut Pay. 


Co Administrative Instruction dated 15 July 
1947 and 19 May 1947, subject: CIA Policy on Active a 
Duty Training of Military and Naval Reserve Officers 
Employed by CIA; Military Leave ‘Yithout Pay for 4 | 


be Administrative ‘Instruction 
7 1947, subject: Leave Witho 


Annual Training Duty. _ 
d.. Administrative Instruction a dated 13 Novem 7 
ber 1946, subject: Time, Leave an Pay Regulations. ; 
e. Administrative Instruction J dated 21 March 19)7, 


subject: Time, Leave and pay Regulations - Unvouch- oS 
ered Funds. of 


le Definitions 


& Permanent employees are those appointed without limitation as 
to length of service, or for definite periods in excess of one year, 
or for the duration of the job, and those who, although paid only 
when actually employed, are continuously employed for ai period of not 
less than one month as distinguished fron part-time or intermittent 
employees. Native and foreign national employees overseas are con= 


EE I TM STE IT ONTENTS IT ST ET EEE EE LET A OF IT et TT FOS TAO ETN 


sidered as permanent employees for leave purposes. only. 
be Temporary employees are those appointed for definite periods 
of time -not: to exceed one year, . ae Oo eae 


Le | Annual Leave | 


4. Permanent employees. are entitled to 26 working days annual 
leave with pay, for each calendar year of Government service. One 
day of annual leave per bi-weekly pay period is earned by a permanent 

- employee and credited to his account at the end of each pay period. . 
The minimum credit of annual leave is 15 minutes and additional 
credits are in multiples of 15 minutes. Permanent employees who 

enter on or separate from duty on other than the first or last work 
day of the bi-weekly pay period acerue one-tenth of one day's leave . 
for each complete day of service. rendered during that reporting 


rae CONFIDENTIAL 


Sah SAN A eS RR et eke le ea econ Rann 


Approved For Release 2001/08/02 : CIA-RDP81-00728R000100010009-4 


b. Tempo, jy employees earn: two and one-~hi ) days annual leave 
for each continuous full month of service, Howdéver, no annual 
leave accrues for a fractional. service month. 


eer ge | ce Not more than 60'days accumulated annual leave may be car- 
| ried forward into a new calendar year, 


de An employee, however, who had on July 24, 1947, over 60 days 
annual leave to his credit may carry over his léave balance as of 
that date up to a maximum of 90 days, provided he has consistently 
maintained such balance on the first of each year after July 2h, 197. 


e. ‘The minimum charge for annual leave is one hour, and addi- 
tional leave will be charged in multiples of one. hour. 
_f. Annual leave must be taken at such time as will not inter- 
fere with the work of the organization, and must be approved by the 
appropriate supervisor before the leave is taken. 


3. Advanced Annual Leave 
pol lad cdc teat Ae 


as Permanent employees who have been in the Federal service for 
One year or more may, in case of emergency, be granted advanced 
a annual leave equal to that which will accrue during the remainder of 
s the current calendar year, with the understanding that if it is not et 
iar earned during the calendar year. they shall make a refund for such 
leave. : 


| . be Application for advanced annual: leave will be submitted to 
. the appropriate supervisor for review and recommendation, and for- 
warded to the Chief, Personnel Branch, A&M, for final approval. 
The Assistant Director for Special Operations may approve, advanced 
annual leave for his unvouchered employees. 


c. Temporary employees will not be advanced annual leave. | 


4. Sick Leave’ , weet ts en ne a 


ae Permanent employees accrue sick. leave at the rate of one and 
one~fourth days per month, or a total of 15 days a year. . The mini- 
mum credit for sick leave is one hour, 

bs Temporary employees accrue sick leave at the rate of one and 
one~fourth days for each full month of service. : 


ce Sick leave may be accumulated and carried forward until it 
totals not more than 90 days. Sick leave is available to permanent sing dl 
employees at the beginning of the nonth in which it accrues, and to 


' temporary employees only after it has been earned. 


_.q@. The minimum charge for sick leave is one hour, ‘and additional’ 
leave will be charged in multiples of one hour, : 


rh 


Rabb 100010008-4 


i 


we 


Fe RSE SN I TSE IL NS IF INI EE VRE Y EP RE EE ON RE 


emnezs FDA CCEA LISTEN SIE TCE TFA r S 
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(1) Sick leave will b INEID to nye 


(a) When they are NEIDENT r the er rs 
of their duties by sickness, pregnancy and con- 
finement, and injury. 


(b) For medical, dental or optical examination. or 
‘treatment, when leave is approved in advance 
by the supervisor, 


(c) When a member of the immediate family of the 
“ employee is afflicted with a contagious disease 
and requires the care and attendance of the 
employee. bin 


(a) When, through exposure to contagious disease, 
the presence of the employee at his post of 
duty would jeopardize the health of others. 


(e) Sick leave must be supported by a medical 
certificate or other evidence administratively 
acceptable if the absence is for more than 
three working. days. 


5, Advanced Sick Leave 


a. Permanent employees, in case of serious disability or ailments 
lasting five days or more, may be granted not to exceed 30 days advanced 
sick leave. Such advances are charged against sick leave which will be 


earned in the future. No advance sick leave will be granted to temporary 


employees, 


b. When an employee applies for more sick leave than he has accumu~ 
lated or than may properly be advanced, the excess leave may be charged 
against accrued annual leave or to leave without pay. 


-"g, An employee when idpndnnting from service must, except. in cases” 
of separation caused by death, retirement for disability, disability, or 
reduction in force, refund the amount vent him for the period of indebted | 
leave. 


d. Applications for advanced sick leave must be accdmpanied by a 
certificate from the attending physician certifying the nature of the 


illness and the estimated date that the employee will be able to return — 


to duty.» Applications will be a progoeecd in the same manner as. those for 


advanced annual leave, - 


6 Substitution of Sick for Annual Leave 


“When sickness occurs | within a period of annual leave and lasts five 
or mere consecutive workdays, sick leave may be granted. to cover the 


period: of illness and the deductions egainst annual leave for this period — 


will be restored. Application for such Babe tuLeen must. be made within 


CONFIDENTIAL 


o0010009-4. i 


Approved For Release 2001/08/02 : CIA-RDP81-00728R000100010009-4 


| two workdays efter return to duty and must be supportéd by a medical cer-~ 
tificate, or other evidence administratively acceptable, : 1 


PASS 


7. Maternity Leave 


a. Written applications for maternity leave, accompanied by « doctor's 
certificate, may be approved by the Chief, Personnel Branch, A&M, and the 
Assistant Director for Special Operations may. approve such applications for 
his unvouchered employees. . . hg 


-b.. Normally maternity leave will not exceed six months including 


(1) Accumulated sick leave 
(2) Accumulated annual leave bee ef 
(3) “Leave without pay status" for any balance of the 


2: 
i i ; . ‘ 
Es 


six months. 


c. The Chief, Personnel Branch, A&M, may approve up to an additional 
six months! period of maternity leave as "leave without pay" upon receipt 
of written advice from the attending physician certifying to the necessity 
for the additional leave, The Assistant Director for Special Operations 
may approve auch additional leave for his unvouchered employees. 


d. Immediately prior to the effective date of maternity leave, the 
office to which the employee is ossigned shell submit Form No.. 37=3, 
Personnel Action Request. Tho employee shall execute Form No. 34-30, Final 
Payment Clearance Sheet. | . 


8. Leave Without Pay 


a. (1) Leave without pay not exceeding 15 working’ days may be granted 
at the discretion of Staff Chiefs, Assistant Directors, Heads of Field 
Offices, or Chiefs ef Missions or Bureaus overseas, to employees under 
their jurisdiction. (2) Leave without pay in excess of 15 workdays must 
4 in addition be approved by the Chief, Personnel Branch, A&M, The Assis- 
“tant Director for Special Operations may approve such leave without pay _ 
for his unvouchered, employees, . | a oe 
b. Leave without pay will not be authorized initially for any peried 
in excess of 12 months. | - 7 ee 
c. Form No. 37-3 will be initiated by offices when LWOP for 60 or 
more: calendar days is recommended for approval. 4 personnel action will 
a be issued when such leave or’ an extension or renewal thereof is approved. ee 


d. Employees who are granted an extended period of LWOP will, prior — 
to the beginning ef such leave, execute Form No.: 34-30, "Final Payment 
Clearance Sheet", Oe og RO Te ae ae eee 


9. Military Leave 


a, Military leave for training purposes only, not to exceed 15 calen- 
dar days in any one year, may be granted with psy without charge to annual 


SSeS 


Ee 


SEG? TRAC ymin Deanne a rinse 


oe aes 


ses 
eee 


= 


STO Phy epee premenener abner reeeirtee et 
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ETN EE FITS 
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pais corte 
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| } 


leave to ‘meibeds of any “uss GONEIDEN ThAbecesso, established by law 


of the United States. Saturdays and Sundays will be included in the 15 


.vc@lendar days leave.period only when’ such leave includes the preceding | 


paadey and the following Monday. 


b. Members of the National Guard: of the District of Columbia may be 
granted Military leave with pay without charge to annual leave on all 
days of service which they are ordered by competent authority to perform 
and. on all mah kek during unten Mey are engaged in field or coast defense 
ate: 


ec. Applications for aaa teage will be processed in the same 
“manner as aepdigetione. for advanced annual leave. 


10. Court Leave 


a. A permanent employee subpoenaed to testify as a witness on behalf 


of the United States or the Government of the District of Columbia, or 


called for jury duty,.in a State, District of Columbia, or Federal Court, 
is entitled to his regular .pay while absent from duty and no charge for’ 
leave is made. Evidence of attendance at court and evidence of receipt 
or non-receipt of fees. is required, Applications for court or jury leave | 
will be processed in the same: manner as applications: for sevenced HEU 
leave. : 


b. Annual leave or LWOP will be. granted when an employee is subpoenaed 
in private litigation or by some party other than the Federal or Pustetce 
of Columbia Government, 


c. Employees may be regarded as in active duty status for court serv- 
ice and no leave charged if the velue of the employee's testimony arises 
from his official capacity and he is subpoenaed: solely because of and to 
testify in that copacity. 


‘de Tonparys substitute or "when neeiny employed" personnel are 
not entitled ue court or. jury duty: leave of apeence: with pay. 


2 Oe fupiaveen who serve’ as witnesee’s or jurors. sii ore granted Pointe 
jury duty or official leave will surrender to: the Budget and Finance Branch, 
A&M, fees received from courts for days on which the employee normally ; 
would have worked. Federal employees called for Jury duty in the psec 
of Columbia are not paid. usual jury fees... 


f. An employee who appears in-any court es a witnesas plaintiff, de-. 


-fendant or juror must report to the Executive for Inspection and Security 


for briefing on security regulations prior to. date of his eeounance in» 


eourte. 7 


“.. Unauthorized Absence 


‘ 


An employee : ‘detained by ¢ causes: beyond: his sonteel” ned unable to: pret 
for duty at the opening hour, :should notify his supervisor as soon as possi- 


ble on the first ind of CONFIDENTIAL duty: for any cause, without 


| 
: poxia 
: : 
| 
| 
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prior permission, must be satisfactorily explained; otherwise ‘(eave wil] 
be chorged as AWOL and the employee will be SURieey, to paar! sokeens 


12, Employees not Eligible for isaye” 
Employees. do not earn leave if appointed: 


a, For service Limited to portions of each workdey, week or 
. month, 
b. For service under repeated appointments, or employments 
for periods of short duration none of which extends for 
a full month.. ‘ 
 @. For service on a "per hour" basis where employment. is” 
not on a regulor and continuous basis. 


13. Igave Balances | 

Leave balances should be requestéd from the Leave Section, Budget ona 
Finance Brench, or Special Funds Division, OSO, only when it. is absolutely 
necessary tht sn employee know his leave balances because of ‘an entici- 
pated vacation or a prolonged absence due to illness or some other special 
reason and he is not certain whether sufficient leave is available to cover 
the absence. Such requests will be submitted in writing and forwarded 
through oppropriate Time & Attendance Clerks, 


eee Overtime 


a. Within the continental limits of the. United States: 


(1). Overtime for departmental. ae muses approved | 
prior to overtime work in each case. Requests will 
be submitted on Form No, 32-3,. pcre for splat 
of Overtime, as indicated below: 


(a) :To Budget and Finance Branch, A&M, for all 
employees except those of OSO who are paid — 
from unvouchered funds. Such requests moy 
be approved by the Chief, Budget Division 
and the Chief and Assistant ahier pues 
and Finance Branch. 

(b) To Special Funds Division, ianinietration 

and Services, 0S0, for employees of OSO — 

_ who are paid from unvouchered funds. Such 
requests may be approved by the Chief. and 
Assistant Chief, Special Funds. PANE LOR: 
oso. ; 

(2) Quarterly estimates of anticipated overtime require- 

ments will be submitted on Form No, 32-3: by Chiefs: 

of installations to the officials in- 
dicated in a (1) above, who are. authorized. to approve: 
overtime payments for. | ecimeereras installations, 
Forms. should. -be submitted.s ciently in advance to 
insure receipt of approval prior to the beginning of 
the ‘quarter covered by the estimate. 


| 
| 
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) | 


ae oF ‘After a aes as “CONBIDENTLALse « for employees in the | 


‘continental United States may be ordered by the appropriste Staff chaste, 
Assistant Directors, Chiefs of Branches 


AES DRT MO SRR OR Rare enna 


25X1A 


ec. Outside the Sontinentel linits of the United States, eeen tame may . 
be ordered and approved by Chiefs of Missions or Bureaus or their Deputies. 
They must, however, have evidence that sufficient funds are available for 
payment before authorizing overtime, Native nnd foreign national employees 
outside the continental limits of the United States who ore paid in accord— 
ance with local prevailing wage . rates are not engiuted. to overtime pay un- 
less local custom requires. 


SED Teer erase 


ARSE 


srmetee: 


“da, All work in excess of 40 hours’ ‘performed during one administrative 
work week will be considered overtime if outhorized: aoc approved in advance 
_ in accordance with the above provisions, ' 


‘ @. Approved overtime worked will be aa at authorized rates: or com=- 
ponsatory time off m Bey be allowed. Be FP 


15, Holidays 


Work to be performed on a h:.iiday for which holiday psy will be granted 
must be authorized and approved in advance in the same way as for overtime 
work and pay as shown in 14 above. An employee can only be excused or paid 
holiday rates for thet portion of his tour of duty which actually falls with- 
in the eG hour a, period, and not to exceed 8 HouEs: 


SD PPE RET is TERT SETS re SEES EO eR Te ee te 


16. Night Differential 


a. An additional 10 per eent of an employee's base pay will be allowed 
for work performed between the hours of 6:00 PM and 6:00 AM, when such hours 
fall within the employee's regularly scheduled tour. of duty. Night differen- 
tial cannot be claimed for time used in obteining meals. PH Es 


TROIS RITE LIA ITE PE GOT TL ET LS Ee TE CY 


b. When computing night differential reference should be made. to the 
attached Table which shows the maximum hours of night Gitercnyiae that 
can be cleimed for various tours of duty. . 


1%, Jerminal Pay 


a. Annual leave must be liquide ted by a lump sum payment. when an em- 
ployee is separated from the Federal service, or when transferred between 
positions which are under different leave systems, i. ey permanent to tem- 


porary or vice versa. 


18. Time and. Attendance Re orts 


a. Time and Artendansé Repaves will be submitted to. the Budke’ " “and 
ee en eee Finance Branch, A&M, or the Special Funds Division, 0SO, as cures eas 
ee oe ee an aecondcnce with instructions from such offices. pa. is | 


28 BG Re ARR CR OE AIST CORR GIRDER REAR cme tenet nee eo 


We SERS 


b. Two Bocies or extracts of military or navel orders will be: given 


on te ne i@ppropriete Time “CONFIDENTIAL * to be ued with the: first 


McRae cod cee PEAT 


18R000100010009-4 e 2 
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Z 
report (Form No. 1130) showing military leave. If leave extends beyond 
that reporting period, additional military leave should be reported on 


subsequent Forms No. 1130 and a reference made to the first Form No. 1130 
reporting the leave, — 


ec. Time ond Attendance clerks will include under "remarks" on Form 
No, 1130 inclusive hours of: overtime. worked .by employees, For overtime 
in the continental United States, a copy of Form No, 32-3 approved by the 
appropricte supervisor and the Special Funds Division, OSO, or Budget and 
Finance Branch, A&M, will be attached to the sauna Form Nee 1130 when 
transmitted to the appropriate paying office, 


d, When night differential is claimed, Form No. 1130 must andicn te 
the employees regular tour of duty. ‘ 


Qs Correspondence beand thing to uneuthorized vies must be furnished 
the oppropriate paying office to substantiste Form No, 1130 on which AWOL 
is reported, 


f, When annual leave is converted to sick leave as shown in paragraph 
6 above, a notation to thet effect must be made on Form No. 1130 and a 
‘medical certificate or other evidence administratively porenieeae must 
support Form No, 1130, . 


ge Assistant Directors and Stoff Chiefs will submit in duplicate to _ 2 os 
the appropriate paying office a list of persons authorized to certify the 
correctness of time and attendance reports, and will keep such lists curs 
rent at ell times. 


19. Native and Foreign National Employees 


This Instruction should be used for edministering leave and payments - ji ; i 
to native and foreign netional employees at overseas installations insofar cae 
-as it is not inconsistent with local lnws and practices. Any deviations 
required by local law or practice must be reported to the appropriate pay= 
ing office in Washington and approval obtained before payment. is made, 
Such report must furnish recommendations and a COPY of the applicable law 
or. ‘regulation, 


‘Rear Admiral, U.S.N.. . | 
a. She os ' - Director of Central Intelligence 


1 Attachment 
(Night, Differential Table) 


DISTRIBUTION: 


A 


Ya aes ae : s ; 
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: . 
) | | 
CONFIDENTIAL 
/ NIGHT DIFFERENTIAL 
, 
HRS, OF . URS. OF : 
NIGHT DIF~ ? NIGHT DIF- 


TOUR OF DUTY LUNCH PERIOD FERENTIAL TOUR OF DUTY LUNCH PERIOD FERENTIAL 


ERATE PRESS CPR AE Seren os eee eNOS ot 


eT STEN Fe EPR STORET ORT SONATE HSIN NCE aN AAS PLOY AA ESS SIM FO 


1000 - 1830 1400 - 1430 a 2000 = 0430 2400 - 0030 ; 
1030 - 1900 1430 - 1500 1 2030 - 0500 0030 = 0100 © 
1100 - 1930 1500 - 1530 14 2100 = 0530 0100 = 0130 
1130 = 2000 1530°- 1600 2 2130 = 0600 0130 = 0200 4 
1200 + 2030 1600 ~ 1630 ae 2200 = 0630 0200 - 0230 ‘ 
1230 = 2100 1630 ~ 1700 3 2230 = 0700 0230 ~ 0300 
1300 = 2130 1700 ~ 1730 34  . 2300 - 0730 0300 - 0330 
1330 - 2200 1730 - 1800 2330 - 0800 0330 - 0400 

1400 = 2230 1800 - 1830 2400 - 0830 0400 ~ 0430 


1430 - 2300 1830 ~ 1900 
1500 = 2330 1900 - 1930 


0030 - 0900 0430 - 0500 
0100 = 0930 0500 ~ 0530 


1530 ~ 2400 1930 - 2000 0130 - 1000 0530 - 0600 : 
1600 - 0030 2000 ~ 2030 0200 - 1030 0600 = 0630 
1630 = : 
1700 - 0130 2100 ~ 2130 0300 - 1130. 0700 - 0730 
1730 + 0200 2130 -- 2200 0330 ~ 1200 0730 - 0800 
1800 - 0230 2209 ~ 2230 0400 - 1230 0800 ~ 0830 


1830 - 0300 2230 ~ 2300 
1900 - 0330 2300 ~ 2330 
1930 = 0400 2330 ~ 2400 


0430 = 1300 0830 -.0900 
0500 = 1330 0900 = 0930 


4 
4 
4b 
5 
Ad 
0100 2030 ~ 2100 6e 0230. - 1100 0630 ~ 0700 
7 
7 
8 
8 
8 
8 0530 ~ 1400 1930 - 1000 


Be 2 We 
coe a rope” aap. F BE St OY Gs AI 52 00 00 00 03 


Sanna tm a MRA A AT MSN EAA ANS QE EH SA A ANS SSC CTC a es AE MV A men neem eae orn ee eee 
: 2 - ; ae 0% e Raeetced = 
Z fy a i Aas ¥ m8 


Ra 


: : : : . oo . Spe : 


Seal reer on 


i ee 
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Name oe — 


Street Address 
City 7 State 


CO tn ee eee tet nn) 


ee come, | 12cam ERNE cet BNR Rema 8 sm ots ae nee 


eat ps srt 


Dear ifr. PP Lith rope POOR, aoe St | . let on : 
E 1. this is to notify you that the United States Government, as represented 
fo by the Central Intellijence uroup, has accepted your employment effective 


Pee emer temateatnOoeh | HO tes enh STA oe et A Ai RE HD WA Rie nk Ri Rabe Som aD 


Position: . é 
‘Base Salary: |) : per e122 


ee soreartoecne clare cate eee ck eeaen aas ama 


Se re tea, 


i 


ee 


2. This appointnent is not a Civil Service position. You vill be entitled 
to annval and sick leave (only in accordance with Civil Service rules and regu- 
lations). You will be reimbursed for travel exsenseés in accordance ‘rLth the 
Standardiaed vovernment Travel Relulations, as amended. If stationed outside the 
continental li its or the United States, you will be granted suc monetary 

allowances as are peesentoed by CLu re: gulations. em 


3. If you are ordered to a station mittee the continental United States, 
you will be required to serve a mininun period of twenty-four months at such . Sete 
a station. If you wish to resi,n or terninate your appointinzent or return to : 
the United States before the expiratz on of ‘twenty-four months after the dote of 
departure for. an .verseas post, CE£u will not pay your retur.: travel expenses 
from a station outside the aime States. 


i ee nr NINO ASE RRS SOE TNR 


: die Your app ointment is for such tie as your services may be required 
and funds are available for.the work of CIu. VYotice of termination will be 
given you by procedure similar to that provided oy Civil Service rules and 


regulations. . Y oage 


PISS paisa IT nnd a gh TR 


ASSISTALT Ces, FSOTES Division 


Meso $l 0. ACGRPEEDs - 
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